
HEALTH OCCUPATIONS CREDENTIALING 
Internet Access Instructions for 

Submitting Criminal Record Checks 

Below are the steps needed to submit Criminal Record Checks Online and also to obtain the results. 

GAINING ACCESS TO THE KDADS ONLINE CRIMINAL RECORD CHECK WEBSITE: 

Go to www.kdads.ks.gov and click on the Health Occupations Credentialing link which is highlighted in blue below.

 

 

http://www.kdads.ks.gov/


 

Scroll down and look for the Home and Community Base Services Criminal Record Check heading and click on the HCBS Provider Criminal Record Check 
Information link and then click on the Online Criminal Record Check link highlighted below.  The links to the instructions for submitting a criminal record check, 
the list of prohibited offenses, and other information is listed there. 

 



 

After clicking on the link, you will be taken to the Online Criminal Record Check website. 

 

 



At the bottom of the page you will see a button marked Log In.  Do not click on the New User button. 

 

 

 

If it is the first time a user logs into the system they will have to request a password.  In order to receive the password the user must have a Facility ID number 
issued by HOC and a current email address must be on file.  If an email address is not on file or the email address needs to be changed (Only one email address 
per facility is permitted), please contact the criminal record check staff at crcstaff@kdads.ks.gov .  Once received, there a 24 hour waiting period for the new 
email to be updated on the criminal record check website.  After 24 hours, the user should go to the introduction page for the online Criminal Record Check 
website https://www.kansas.gov/kdads-criminalhistory/index.do and select Log On. 

mailto:crcstaff@kdads.ks.gov
https://www.kansas.gov/kdads-criminalhistory/index.do


Select "forgot password?" located next to the password field. 

 



On the next screen, enter the facility ID number (example: G067011) and select Reset my password. 

 

The user will receive an email message from helpcenter@ink.org. (If the help center email is not found in the in box, check the junk file folder.) This email will 
contain a temporary password (example: w$r@*bb). 

Highlight and copy the password within the email, then return to the log on page and click on Log On. Enter the facility ID number and paste the temporary 
password into the password field.  

Next, change the temporary password to a permanent password, incorporating a capital letter, number and symbol.    

Passwords are not stored and cannot be retrieved, so if you should lose or forget your password, simply request a new one by selecting "Forgot Password?". 

Now you are finished and ready to submit criminal record check requests online! 

SUBMITTING CRC’S 

Once you have gained access to the Online Criminal Record Check website, you can begin submitting your Criminal Record Check requests.  

mailto:helpcenter@ink.org


Enter the information in the fields below.   

 

 



Unless the individual has had a recent search they may not show up.  If that occurs, click on the Applicant Not Listed Button and continue to the next screen. 

 

 



Enter the individual’s information in the boxes below.  The boxes with the small red arrows are required information.  The criminal record check will be rejected 
without that information.  Once the information is fill in, click on the Submit button at the bottom of the page. 

 



On the Applicant Summary Page the individual(s) you have entered will be listed.  If you have more individuals to submit, click on the More button.  You can also 
Print the list or Delete individuals from the list by clicking on the appropriate button.  If you are finished submitting individuals, click on the Finished button. 

 



Upon clicking on the Finished button you are then taken to the KanPay website to submit payment.   

 



After payment is accepted,  the final screen is the Confirmation page.  The criminal record check has not been submitted unless you see this page.  It is advisable 
to print this page and keep for your records.   

 

 

 

Some tips to remember when submitting requests online.  

1. Gather all necessary information before beginning the online process (IE: All names used by the individual, SSN, DOB, address, gender)  

2. Use ALL caps when entering information.  



3. Do NOT use the browser back button.  

4. Do NOT let the system time out.  

If you happen to do number 3 or 4, the system may lock all information that was entered previous to the time out/back button for 24 hours.  

GETTING RESULTS 

Go to the Kansas Nurse Aid Registry:  www.ksnurseaidregistry.org 

Select the second option titled: Health Care Facility Access 

Enter your Facility ID # and click submit. 

Select Employment List/Employment Verification Page. 

Here you will have a listing of all employees currently affiliated with your facility. 

Across from each name will be a “View Results” button once the Criminal Record Check is completed. 

When you click this button it will have one of two results.  

1. No Criminal History: It will populate a word document that states this individual does not have a criminal history. You will print this off and put it in their file.  

2. Criminal History Match: It will give you a message that states that it has been determined that the individual does have a criminal history and that we will mail 
the results. 

Please be diligent in checking the results online! 

 



HEALTH OCCUPATIONS CREDENTIALING 
Internet Access Instructions for  

Obtaining Criminal Record Check Results 
 
If you are a Kansas HCBS Provider you may access the Kansas Nurse Aide Registry by entering the following web address:  

www.ksnurseaidregistry.org. It would be advisable to keep the address as a favorite. 

Facilities will need to click on the Health Care Facility Access button in order to obtain criminal record check results.  

 

http://www.ksnurseaidregistry.org/


The Facility ID number will be issued by Health Occupations Credentialing upon receipt of the Facility Information form.  Example: A999123. Do not 

use hyphens or spaces. 

Enter the Facility ID number in the box and click on the Enter button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Select the Employment List button to proceed to the list of employees.  From there you can obtain the results of criminal record checks which have been 

submitted. 

 

 

 

 



The Employee list page, as shown below, wil list employees who have either been submitted for a criminal record check or are associated with a facility for some 

reason.  HOC will add the employee to your employee list as part of the criminal record check process.  The individual should be listed the following business day 

after your have submitted your request. To obtain criminal record check results on a listed employee, click on the View Results button.   It usually takes two to 

three business days for the  results to be posted to the site. 

 

 

 

 

 



Click on the View Result button to obtain the results.  If an individual has no criminal history, when you click the View Result button you will get the message  

shown in the box below.  This will allow you to open or save the “No Match” letter. 

 

 

 

 

 

 



It is advisable to print a copy of the No Match document and keep on file. 

 

 

 

 



If an individual has some type of criminal history on file, the message below appears when the View Results button is clicked.  It does not 

necessarily mean that the individual is prohibited but that there is criminal history on file.  Per KBI security guidelines HOC is prohibited from 

transmitting criminal history information electronically.  Criminal history information must be sent via regular mail. 

If an individual has a conviction which prohibits employment, a Notice of Employment Prohibition will be sent via regular mail to the facility that 

requested the criminal record check. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



If an individual is prohibited from being employed due to either a criminal conviction or a finding of Abuse, Neglect or Explotation the message in red will 

appear on the Nurse Aide Registry Confirmation Notice as illustrated in the screen shot below. 

 

 

 


